Pathway & Referral Coordinator – Job Description
Role Purpose
The Pathway & Referral Coordinator supports accurate RTT pathway management, high‑quality data capture, and efficient referral processing. The role acts as the first point of contact for pathway queries, ensuring compliance with NHS RTT rules and internal standards while maintaining excellent data integrity across systems such as Maxims and eRS.
Key Responsibilities
Pathway Expertise & Support
· Develop a strong understanding of NHS RTT guidance and act as the first point of contact for pathway‑related queries.
· Provide clear advice on RTT rules, pathway management, and best practice.
· Undertake pathway‑related tasks to improve RTT compliance, data capture, and accuracy.
Pathway Validation & Data Quality
· Investigate, resolve, and correct pathway data issues using internal systems and eRS.
· Validate patient pathways in line with RTT rules and organisational standards.
· Identify and correct incorrect or duplicate pathways.
· Prepare and complete accurate KPI submissions to the Department of Health.
· Assist in developing new auditing techniques to identify pathway irregularities.
· Complete data quality tasks to support the Patient Services & Data Quality Manager.
· Ensure all referral and pathway updates are accurately recorded to maintain data integrity.
Referral & eRS Management
· Manage and maintain the NHS e‑Referral Service (eRS), ensuring timely and accurate triage.
· Ensure all referrals are added correctly to Maxims.
· Poll clinics for availability and publish clinics when required.
· Monitor and minimise Appointment Slot Issues (ASIs), reporting trends and escalating concerns.
· Produce management reporting on referral patterns, ASI trends, and pathway risks.
· Manage 1st AMD Winchester and Croft referrals, ensuring booking within 72 hours.
· Provide cross‑cover for AMD referral areas when colleagues are absent.
Operational & Team Support
· Support operational teams in achieving high standards of pathway quality and completeness.
· Plan and organise workload effectively, communicating anticipated issues promptly.
· Work across multiple software systems simultaneously, switching efficiently between applications.
Referral & Pathway Management
· Check and update patient details across all relevant systems.
· Investigate and escalate complex or breaching RTT cases.
· Assist in investigating long‑wait breaches (e.g., 52‑week waiters), documenting next steps to support timely treatment.
Essential Skills & Experience
· Strong knowledge of patient or customer databases.
· Experience handling large volumes of records and data.
· Good working knowledge of Microsoft Excel.
· Understanding of data accuracy challenges and the importance of data integrity.
· Excellent attention to detail and high levels of accuracy.
· Ability to manage workload and meet deadlines.
· Analytical approach to problem‑solving.
· Excellent written and verbal communication skills.
Desirable Skills & Experience
· At least one year of relevant experience within the NHS or healthcare environment.
· Working knowledge of RTT rules and access principles.
· Understanding of NHS data standards and definitions.

